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HR-090 Leave of Absence
Leave of absence outlines
• Activities include the approval and coordination to begin, extend, or return from a leave.

HR-090-010 Manage Leave Requests The intake, review, and approval or denial of leave requests.

HR-090-020 FMLA Leave Request The intake, review, and approval or denial of FMLA leave requests.

HR-090-030 Manage Return From Leave The intake, review, and approval or denial of return-to-work requests.

HR-090-040
Manage Work 
Accommodations

The intake, review, and approval or denial of alternative work duties / schedules.
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HR-090-010 Manage Leave Requests
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Reviews leave
policies & programs

HR-090-010-010

Consults with DHR
/ Agency or

Manager

HR-090-010-030

Select Leave Type
& Attach Required

Documents

HR-090-010-040

Review Request
and Contact EE for
additional docs if

applicable

HR-090-010-050

Provide
Consultation to
Manager and

Employee

HR-090-010-060

Select Leave Type
& Attach Required

Documents

HR-090-010-070

Validate Leave
Type (e.g.,

Medical, FMLA)

HR-090-010-080

Submit Leave
Request for

Approval

HR-090-010-090

Notified of Leave
Request to Review

HR-090-010-100

XOR

Approve or Reject?

Employee Notified
of Leave Denial

HR-090-010-120

Manage Return
From Leave

HR-090-030

Reject

XOR

Additional Docs /
Info Required?

No

Employee Reviews
Notification of

Denial

HR-090-010-130

Start
Select Leave Type
& Attach Required

Documents

HR-090-010-150

Notified of Leave
Request Approval
and Expectations
While on Leave

HR-090-010-160

Start

HR-090-010: Manage Leave Requests

Meet w/HR to
Discuss Next Steps

HR-090-010-170

End

Receive Notification
of Leave Denial

HR-090-010-180

Notified of Leave
Request Approval

and Manager
Expectations

HR-090-010-190

Approve

FMLA Leave
Request

HR-090-020

XOR

Is FMLA Eligible?

Yes

No Receive Notification
of Leave Denial

HR-090-010-200

Notified of Leave
Request Approval

HR-090-010-210

Review HR
Knowledgebase

HR-090-010-220

Review HR
Knowledgebase

HR-090-010-230

Work Data
Changes

HR-060-020

Consult with DHR /
Agency
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Yes

Manage & Monitor
Employee Health

Records

HR-125-010

First Report of
Injury

HR-125-020

Manage Return
From Leave

HR-090-030

Notify Employee of
Need for Additional
Information and/or

Documentation

HR-090-010-250

Yes



HR-090-020 FMLA Leave Request

5

.

  
 

E
m

p
lo

y
e
e

D
H

R
 /
 A

g
e
n

c
y

M
a
n

a
g

e
r

HR-090-020: FMLA Leave
Request

Submit FMLA
Leave Request &
Attach Required

Documents

HR-090-020-010

Start

Validate FMLA
Leave Eligibility,

Applicability

HR-090-020-020

XOR

Additional Info Needed?

XOR

Is FMLA Leave
Request Approved?

Notified of Leave
Approval,

Designation and
Expectations while

on Leave

HR-090-020-050

Employee Notified
of Denial

HR-090-020-060

Manage Return
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Initiate discussion
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Requests
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Have Discussion
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Submit FMLA
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HR-090-030 Manage Return From Leave

6

.

D
H

R
 /
 A

g
e
n

c
y

M
a
n

a
g

e
r

E
m

p
lo

y
e
e

Monitor EEs on
Leave Approaching

Return to Work
(RTW) Date

HR-090-030-020

Contact EE of
Pending Return To

Work

HR-090-030-030

Discuss Intent To
Return To Work

with HR

HR-090-030-040

XOR

RTW?
Complete Leave of

Absence and
Submit Medical

Release, if
applicable

HR-090-030-050

Review Leave of
Absence

Completion, Docs
Received, and

Eligibility To RTW

HR-090-030-070

Yes

XORIs Modified Duty Required? XOR

Pre-Leave
Position Available?

Create Employee
Status Change

HR-090-030-080

MTM

Receives
Notification of

Employee’s Return
to Work Date

HR-090-030-090

Discuss Return to
Work w/ Manager

HR-090-030-100

End

Manage Work
Accommodations

HR-090-040

Manage Voluntary
Separation

HR-140-020

No

Yes

Yes

Action Item, How to
Protect Position of EE on Leave

Manage Leave
Requests

HR-090-010

Identify Equivalent
Open Position

HR-090-030-110

No

XOR

Extend Leave?

No

Manage Leave
Requests

HR-090-010

Notify Relevant
Stakeholders of

Employee Return
To Work

HR-090-030-120

Employee
Movement

HR-060-030

HR-090-030: Manage Return From Leave

Manage
Involuntary
Separation

HR-140-030

XOR

Is the Employee on
FMLA w/ Remaining

FMLA Hours?

No

Yes
FMLA Leave

Request

HR-090-020

Yes

Work Data
Changes

HR-060-020

FMLA Leave
Request

HR-090-020

Discuss with HR
Employee's Intent
to Return to Work

HR-090-030-130

No

Manage & Monitor
Employee Health

Records

HR-125-010

First Report of
Injury

HR-125-020



HR-090-040 Manage Work Accommodations 
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